State of California

DEPARTMENT OF WATER RESOURCES

The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Associate Management Auditor

DWR POSITION NUMBER
0120-4159-001

SAP POSITION NUMBER MCR
50000092 1

APPOINTEE

SAP PERSONNEL NO.

DIVISION/SECTION

Executive/ Internal Audit Office

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:
01

RESPONSIBILITIES EXERCISED
] Supervisory [] Lead Person

IMMEDIATE SUPERVISOR (Print)
David Whitsell

SUPERVISOR'S CLASSIFICATION

Senior Management Auditor

APPROVED BY (Personnel Analyst's Name)

DATE

Jennifer Dong 9/15/06

Percent of

Time Activity

POSITION SUMMARY

Under the general direction of the Senior Management Auditor, the Associate Management Auditor
will perform internal control and fiscal compliance audits as mandated by the Department of
Finance, organizational audits, contract audits, management audits, and special
reviews/investigations/audits as directed. The auditor will be familiar with and use the Institute of
Internal Auditors’ standards as needed. The AMA is called upon daily to review, evaluate and even
criticize the work of others and on a regular basis has access to confidential information.

ESSENTIAL FUNCTIONS

The position requires that the incumbent have the ability to: 1) establish and maintain cooperative
working relationships with management and others contacted in the course of their work; 2) work
effectively with a minimum of supervision; 3) review accounting and financial organization
procedures, and problems — analyze the data for accuracy for compliance and/or efficiency — reach
sound conclusions and take effective action; 4) speak and write effectively; 5) use a PC and utilize
Word and Excel, and; 6) maintain consistent and regular attendance and work under time
constraints. Also, the responsibilities of the position require the incumbent to maintain a level of
professional integrity and trustworthiness commensurate with responsibilities. Approximately 30
percent travel is required to conduct audits of field offices at various sites within the State.

The specific duties are:
40% Obtains, analyzes, reviews and evaluates evidentiary data to document conclusions on internal
controls and compliance with financial and administrative requirements of the State and
Department Administrative Manuals and control agency directives. This involves reviewing,
analyzing, and reconciling accounts, records and reports and preparing audit working papers.
15% Coordinates the review of the organization’s functions and activities to determine the nature of the

activity and the adequacy of the system of controls. Coordinate the review and update of the
permanent file, organization chart, budget and flow chart.

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR'S NAME (Print)
David Whitsell

SUPERVISOR’S SIGNATURE
>

DATE

EMPLOYEE’S STATEMENT:

| HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’S NAME (Print)

Vacant

EMPLOYEE’S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Management Auditor 0120-4159-001 50000092 |
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Executive/ Internal Audit Office
PerT(;%rg oF Activity
10% Prepares the audit plan (detailing the audit objective and scope) and the audit program.
10% Makes oral and written presentations to auditees at entrance and exit conferences, discussing
deficiencies and recommendations for corrective action, and noting auditee’s response.
10% Coordinates and prepares formal written reports expressing an opinion on the adequacy of the
operation’s controls, which includes a list of findings and an evaluation of the auditee’s response.
10% Works on special projects for the unit such as analyzing and commenting on new or revised
proposed departmental procedures, reviewing and updating audit programs, and developing office
procedures.
5% If serving as a lead auditor on a specific audit assignment, assign audit tasks to team members,

review AWPs prepared by team members, and train new team members.
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	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: David Whitsell
	SUPERVISOR'S CLASS: Senior Management Auditor
	personnel analyst: Jennifer Dong
	personnel date: 9/15/06
	PERCENT OF TIME: 
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15%
	activity: POSITION SUMMARY
Under the general direction of the Senior Management Auditor, the Associate Management Auditor will perform internal control and fiscal compliance audits as mandated by the Department of Finance, organizational audits, contract audits, management audits, and special reviews/investigations/audits as directed.  The auditor will be familiar with and use the Institute of Internal Auditors’ standards as needed.  The AMA is called upon daily to review, evaluate and even criticize the work of others and on a regular basis has access to confidential information.

ESSENTIAL FUNCTIONS
The position requires that the incumbent have the ability to: 1) establish and maintain cooperative working relationships with management and others contacted in the course of their work; 2) work effectively with a minimum of supervision; 3) review accounting and financial organization procedures, and problems – analyze the data for accuracy for compliance and/or efficiency – reach sound conclusions and take effective action; 4) speak and write effectively; 5) use a PC and utilize Word and Excel, and; 6) maintain consistent and regular attendance and work under time constraints.  Also, the responsibilities of the position require the incumbent to maintain a level of professional integrity and trustworthiness commensurate with responsibilities.  Approximately 30 percent travel is required to conduct audits of field offices at various sites within the State.

The specific duties are:

Obtains, analyzes, reviews and evaluates evidentiary data to document conclusions on internal controls and compliance with financial and administrative requirements of the State and Department Administrative Manuals and control agency directives.  This involves reviewing, analyzing, and reconciling accounts, records and reports and preparing audit working papers.

Coordinates the review of the organization’s functions and activities to determine the nature of the activity and the adequacy of the system of controls.  Coordinate the review and update of the permanent file, organization chart, budget and flow chart.


	classification: Associate Management Auditor
	appointee: 
	dwr position number: 0120-4159-001
	sap personnel no: 
	sap position number: 50000092
	division: Executive/ Internal Audit Office
	mcr: I      
	percent 2: 
10%

10%


10%


10%



5%
	activity2: 
Prepares the audit plan (detailing the audit objective and scope) and the audit program.

Makes oral and written presentations to auditees at entrance and exit conferences, discussing deficiencies and recommendations for corrective action, and noting auditee’s response.

Coordinates and prepares formal written reports expressing an opinion on the adequacy of the operation’s controls, which includes a list of findings and an evaluation of the auditee’s response.

Works on special projects for the unit such as analyzing and commenting on new or revised proposed departmental procedures, reviewing and updating audit programs, and developing office procedures.

If serving as a lead auditor on a specific audit assignment, assign audit tasks to team members, review AWPs prepared by team members, and train new team members.

	supervisor name: David Whitsell
	employee name: Vacant


